
APPLICATION FOR RECORDS RETENTION SCHEDUL 

to accumulate. 

L 
7. R-rd Series Dercription This file contains the following documents (inJude form numbenand tiurn, amY); 

Attach samples of the file. 
Documentsrebtingto: Supervising and administration of the psychoed unit .  

Indudedare: Correspondence, memorandums, budget requests, and other documents re la t ing  to  
the operation of the psychoed centers,  workshops, allotments, monitoring, res ident ia l  
placements, policies and procedures, etc.; a#est+~oepetS2- 3 0- 
ether  s t a t e s '  program guidelines; goals  and objectives;  other documents re la ted t o  
pbchoed and LEAS not  included i n  program f i l e s .  
personnel records, leave records, travel expense statements, telephone logs,  char ts ,  and 
ather documents related t o  day to  day administration. 

Also included a r e  reference copies of 

FlieiSwranged: chronologically by f i sca l  year; thereunder a1 phabetically by subject. 

8. Monthly Reference Rate 

One to six months old 

How often are records referred to which are: 

; Seven to twelve months old ; Thirteen to twenty-four months old 

twenty-five months and older ? -  

Letter-r;ze drawers ; Legalsize drawers ;shelve¶ ;Qthei(wEcW 
9. Annual Rate of Accumulation of Rcsordr 

- 

I 1971 1 'r0 Date Psychoed U n i t  General Adminis t ra t ive Files 
6. Division a d  Office Fumtion What i s  the function of the Division a d  the Office in vrhich th i s  record series i s  created? 

1 The Psychoeducational Center Network U n i t  a l loca tes ,  d i s t r ibu tes ,  monitors, approves and 
reviews the 24 psychoeducational center programs, proposals, budgets, and administers this 
program i n  accordance w i t h  the  S ta te  Program Plan for  Exceptional Children and a l l  
applicable federal /s ta te  s ta tues ,  rules ,  regulations and S ta t e  Board of Education Policies. I 

I 



official copy of the series? 

ollowing requires the series to be kept: 

a. State Law years. d. Audit period years. 
b. Statute of limitation wars. e. Administrative need *2 years. 

wars. f. Federal rnention instructions ~ 5 years. c. Federal law 5 

Attach o ~ p y  01 excert of laws or regulitions. Explain adminiskative need. 
*some day run up to three years 

~~ 

P .  L. 93-380, Section 510 P. L. 94-142 (5 years) 

34. CFR 74. 21. 
45 CFR 1QOb. 734 , .  

12. Approved Disposition Instructions This agency recommends that the fi le series be cut off a t  the end of each: 
0 Calendar Year; Fiscal Year; 0 Other then, 

Hold in the current files area monthfs) 1 year(s); then 
0 Transfer to local holding area; hold 
HTransfer to State Records Center; hold 4 year(s);then 
ItK Destroy. 
0 Transfer to State Archives for permanent retention. 
0 Other (@ecify) 

year(s); then 

I 
I 

.~ 

I These initructions apply to all prior and future armmulatiksof the A&. 

(if disapproved. attad, ktw 


